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Overview

Bagger is a Library of Congress tool for bagging files into the Baglt specification structure. It is a graphical user
interface (GUI) designed by Library of Congress to be a user-friendly alternative to the command-line Baglt
application. More detailed documentation of the Baglt specification and application, file transfer workflow, and
command line operations can be found in the document SAN Bagging: How to Install and Use the Baglt Library to
Create and Validate Bags, ver. 2.2 (4/14/2011). The official download of the Baglt application can be found at
http://sourceforge.net/projects/loc-xferutils/, and the most recent Baglt structure specification at the time of the
writing of this document can be found at http://tools.ietf.org/html/draft-kunze-bagit-06.

The structure of the bags created in this guide conform to the Baglt specification 0.97.

Bag structure created using this guide:

<base directory>/
| bag-info.txt
| bagit.txt
| manifest-sha256.txt
| tagmanifest-sha256.txt
\--- data/
\ [payload files]

Special Note on Non-Windows Operating Systems

This manual presumes that you are moving material within a Windows environment (that the original machine
and bag destination—probably a hard drive—are both running on Windows operating systems). If materials are
originating on a Mac OS computer or computer running another non-Windows operating system, please contact
the staff of the Electronic Records Branch for further assistance.
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1. Downloading and Installing Bagger

1.1 Download Files from Sourceforge

Download the most recent version of Bagger by

clicking on this link: http://sourceforge.net/projects/loc-xferutils/files/loc-bagger/

and clicking on the most recent version. The most recent version will be the largest number.

(At the time this guide was written, Bagger 2.1.2 was the most recent version.)

Looking for the latest version? Download IQ-I)in.zip (3.5 MBt

Home / loc-bagger No, don't click. 2
Name # Modified # Size #
4 Parent folder
Yes! Do 2012-02-13 §
click
newest
m 2.1.1 version. 2012-02-13
Totals: 2 Items
After clicking on the most recent version, click on the [version].zip link.
Looking for the latest version? Download bagit4.1-bin.zip (3.5 MB)
Home / loc-bagger / 2.1.2 N
Name ¢ Modified # Size #
4 Parent folder
README txt 2012-02-13 9.1 kB 4]
bagger-2.1.2.zip 2012-02-13 13.1 MB &
bagger-2.1.2_src.zip 2012-02-13 4.3 MB [
Totals: 3 Items 17.4 MB
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1.1.1 The Sourceforge download page will look something like this. Sourceforge will make you wait five seconds,
after which the files will automatically download. Do not navigate away from the page before the download
completes:

Download Library of Congre: 1 ools from SourceForge.net - Mozilla Firefox

Download Library of Congress - Transfer To... | S

loc-xFerutils/files/loc-bagger/baager-2.1.1.zip{download - :5"\— Googl /‘.—\‘; S

6 ‘ Gl http:/jsourceforge.net/projec!
foo S e

sourceforge Source Softwar 7] Browse Blog Support Jobs MNewsletters Resources Register Log In

Your Library of Congress - Transfer Tools download wiI Mirror provided by:

seconds...

| Problems with the download? Please use this direct link, or try another mirrar.

While your download is in progress, please take a
o moment to check out an offer from our partners! sourceforge
Moving to Better Secure the Cloud: Governance, Risk, and Compliance Management
A Virtual Conference & Trade Show - February 15, 2012 at 12:30 PM - 4:30 PM Eastern

N

|

Cloud computing is a reality for most enterprises, Most IT departments have already deployed some form of
cloud-based applications and platforms with most looking to add more in the future,

Secuwring the cloud is challenging, though, and most have not yet developed the kind of comprehensive
approach that will help them secure their strategies, This exclusive Virtual Trade Show will cover the more
nuanced areas of building a cloud security plan.

Topics covered include: .
* Risk Management in the Cloud Era Sponsored by:
* Government and Cloud Cornputing

* Securing Web Browsers for SaaS & Beyond ® r <
* 5L & Cloud Security Geolrust a ‘
* Compliance S\ y
And ruch mare... >

Join Geeknet Editor-in-Chief Stephen Wellman and his handpicked group of speakers and thought leaders on
February 15, 2012, for this exclusive digital event.

“Email Address ‘ ] Already registered, enter your e-mail address and click Submit,

| | *Last Name [ |

* Address 1 [ | Address 2 [ |

“First Name

|<

1.1.2 You can save the zip file wherever you like, but note the location. Your computer may automatically save it
in a download folder.

1.2 Extract Zipped Files

1.2.1 Extract using Winzip

To extract the files from the zip package, navigate to the folder into which bagger-2.1.1.zip (or whichever version
you downloaded) was saved. If you have WinZip installed, select the bagger-2.1.1.zip, and with the right-mouse-
menu select Winzip->Extract to
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& Downloads |;|[E‘\ IX‘

File Edit View Favorites Tools Help ,a.

@ Back e v [} p Search E Folders '
Address |3 C:\Documents and SettingsrtrentiMy DocumentsiDownloads b I Go

Date Modified
2{712012 10:03 AM

—~ Mame Size  Type
R

A Chbagger-2.1.1.2ip 12,303KB  WinZip File
5! djvuctrl-6.1.4-en-r27999.msi

File and Folder Tasks

=) Make a new folder
&3 Publish this folder to the
‘Web

Open with WinZip
Print

Other Places

Y Extract to here E!

Open With
3 My Documents el (P Extract to folder C:\Doc...\rtrentiMy ...\Dow...\bagger-2.1.1
o 3 E-Mail bagger-2.1.1.zip
i My Computer a Qe ?
ncr
& My Network Places Y ¥p
Copy 3 Create Self-Extractor {.Exe)
— o
Create Shortcut 4 corfiore
Rename
Properties
A WinZip Extract window will appear:
WinZip Extract X
Extract to: IC:\. v_l
= @ Desktop Lo

=

My Documents

& a My Computer

Desktop (=% Local Disk [C:)
~{3) 928a43a815d294ded5960d
G - bagit-3.9
¥ ) ConfigMsi

) Desktop Support
{3 Documents and Settings

= {3 Exchange
#-) Intel v
My Compoter Fies Open Explorer window
Selected files/folders : A e
[C] Overwrite existing files -
All files/folders in current folder ) .
My Network () All files/folders in archive L] Skip older files
Places O Files in Archive: I:] Use folder names

Save the extracted file to C:\
Winzip will create the bagger directory within C:\

1.2.2 Extract using Windows default zip reader

If you don’t have WinZip and are running on a Windows system that supports reading zipped files:
select the bagger-2.1.1.zip, and with the right-mouse-menu select:
Open With -> Compressed (zipped) Folders
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& Downloads [;‘{i\‘zl
File Edit View Favorites Tools Help a.
G Back e b L’ p Search E Folders v
Address |2 C:\Documents and SettingsirtrentiMy DocumentsiDownloads VI Go

— MName =~ = = Date Modified
File and Folder Tasks 3 @batm_ 2{7}2012 10:03 AM
: Open with WinZip 3
O3 Dt ke iBdiv e rP.. 2/12012 10:19 AM
& Publish this folder to the Explore
ifeb 9 WinZip
Other Places 2 ) Send To
) My Documents cut Choadse Program. ..
i My Computer Copy
g My Network Places Create Shortcut
Delete
Rename
: . -
Properties

Select the bagger-2.1.1 folder and with the right-mouse-menu select: Copy
Navigate to C:\
Click anywhere in the white area of the window. With the right-mouse-menu, select: Paste.

= Local Disk (C:)
File  Edit ¢ Favorites  Tools Help #

esack > @ @ pSearch E»Folders v

Address | C:\

view

Y8

Name ~ Size  Type Date Modified
[2)928343a815d294ded5960d File Folder 5/5/2010 10:21 A
[)bagit-3.9 File Folder 4/19/2011 10:41
I2) Config.Msi File Folder 2{2{2012 3:03 AN
() Desktop Support File Folder 5/12/201011:29
|2 Documents and Settings File Folder 2/1}2012 7:31 AN
|.)Exchange File Folder 5/5/2010 9:55 AN
() Intel File Folder 5/5/2010 9:57 Al
[)Packages 1047/2010 11:25
[2)Program Files 10/7/2011 7:50 &

System Tasks

[ Hide the contents of this
drive

Ly Add or remove programs
,") Search for files or folders

File and Folder Tasks [l Catalyst(TM) Control Center

View 3
() Make a new folder [C)Python2s 8/3{2010 10:19 &
o Publish this folder to the () swtools Arrange Icons By » | 77(2010 11:02 &
iweb Temp Refresh 1212011 2:09 P

L) WINDOWS
B installTuner.log
Dtmuninst.ini

2[2{2012 7:32 AN
717/2010 11:07 A
3/8/2011 8:40 AN

Paste cut

Other Places

Undo Delete Ctrl+2
i My Computer
(£} My Documents Bty *
g My Metwork Places Properties
< [ | >

Navigate to the new bagger-2.1.1 folder to verify that you see the extracted files,
specifically, the C:\ bagger-2.1.1\bagger.bat file.
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1.3 Resolve Java Error

Bagger requires Java Runtime Environment (JRE) be installed and accessible by Bagger. JRE is widely used, and
most computers will already have a copy. If the computer you are working with (a) does not have a copy or (b) the
computer cannot correctly locate its copy, you will receive an error when you attempt to open Bagger.

AN you do not receive an error, you may skip section 1.3 and proceed directly to 1.4.

'\ However, if you do receive a Java error, you will need to follow the following steps with
administrator rights to your computer. If you do not have administrator rights, your computer will
refuse to allow you to make the following changes. If you are not sure if you have administrator right,
try the following steps and stop if you receive a message indicating that you need administrator rights
to proceed.

1.3.1 Open Bagger

Double-click C:\ bagger-2.1.1\bagger.bat, and the Bagger application will start.

(Note: if you have installed Bagger in another location, navigate to bagger.bat and double-click).
A black command-line window will first appear, and a moment later this image:

LIBRARY OF
CONGRESS

BAGGER

Ay Bagger fails to start and you receive a Java error indicating that Java is not properly
installed, continue with the following instructions. If you do not receive this error, skip ahead
to section 1.4.

1.3.2 Windows XP: Confirm that JRE is installed.

You can check your computer to see if you have a JRE installed by selecting:
Start -> Settings -> Control Panel
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- Control Panel

File Edit “iew Favorites Tools  Help

dBack -\_) I.E pSearch H_ Folders '

: Address |[} Contral Panel

Mame =~
6 Accessibility Options
£ add Hardware
LyAdd or Remove Pragrams
4 Adrniniskr akive Tools
‘b Automatic Updates
“?Date and Time
} Display
Folder Cptions
ﬁ Faonts
& Game Contrallers
Internet Opkions

ﬂ’- Control Panel £

[} Switch ko Category Yiew

See Also

& windows Update
Q) Help and Suppork

@ keyboard
B mail

) Mouse

Comments

adjust your comput...
Installs and trouble. ..
Install or remove pr...
Configure administr. ..
Set up Windows ta L.,
Set the date, time, ...
Change the appear...
Customize the displ, ..

add, change, and ...

add, remove, andc...
Configure vour Inte,.,
Java(TM) Control P,
Cusktomize your key...
Microsoft Office Ou...

Cuskomize wour mo..,.

Look to see if you have a Java item in your list.

Double-click on Java to open the Java Control Panel

Select the [Java] tab to view the screen that provides access to the Java Runtime Environment Settings

Java Control Panel

| Java| Security || P.dvanced|
| S|

T About

Wiews version information about Java Control Panel.

[ Metwark Settings

modify these settings.

Metwork settings are used when making Internet connections, By default, Java
will use the network settings in your web browser, Only advanced users should

Metwork Setkings. ..

— Temparary Internet Files

laker. Only advanced users should delete files or modify these settings.

Files wou use in Java applications are stored in a special folder For quick execution

[ Sethings... H

View, .. ]

Apply

Select the [View...] button, and this will display the Java Runtime Versions you have installed
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Java Control Panel

General | Update Security | Advanced

Java Runtime Environment Setkings

Yiew and manage Java Runtime versions and settings for Java applications and

applets,

Java Runtime Environment Settings

Java Runkime Yersions

System
Platf... = Product = Location ‘/P( Rurntime... Enabled
1.6 [1.6.0_24 [hktp:ifjava.sun.c... [CiProgram FilesiJavaljrecibinijavaw.exe | [

Find ] [ Add ] Remoye

[ K l [ Cancel ] Apply

This displays what version (1.6.0_24) and the installation location.
If it appears that you have a JRE installed, skip down to step 1.2 to confirm that the JRE environmental variable is
defined.

1.3.3 Windows 7: Confirm that JRE is installed.
You can check your computer to see if you have a JRE installed by selecting:
Start -> Control Panel
If your Control Panel is in Category View (see below), click on Category and change it to Small Icons.

Back up your computer
Find and fix problems

Network and Internet
@I View network status and tasks
2.,  Choose homegroup and sharing options
, / Hardware and Sound

ﬂ‘ View devices and printers
Add a device

=% Programs

k‘ l Uninstall a program
Get programs

e §&

[E=S B =)
& )=[F > contolPonel » <[4 [ seor 2|
File Edit View Tools Help
Adjust your computer's settings View by y
©  Category
‘?‘ System and Security User Accounts Large icons
\’,;‘9 Review your computer's status @ Giiange sccountiype i

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

& Computer
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Double-click on Java to open the Java Control Panel

[==]r=]

@@v@ » Control Panel » All Control Panel Items »

File Edit View Tools Help

[ 4 | [ Search Controt Panet )

Adjust your computer’s settings

¥* Action Center
& Backup and Restore
Credential Manager
% Desktop Gadgets
B Display

Folder Options
& HomeGroup
(£ 1ava

B Mail (32-bit)

B Notification Area Icons
{5 Phone and Modem
& Recovery

% Sound

18 System

8, User Accounts

P Windows Firewall

& Administrative Tools
B BitLocker Drive Encryption
5 Date and Time
&) Device Manager
@ Ease of Access Center

A Fonts

&3 Indexing Options

B Keyboard

F Mouse

M Performance Information and Tools
B Power Options

# Region and Language

& Speech Recognition

|k Taskbar and Start Menu

B Windows CardSpace

BT Windows Update

Viewby:  Small icons ¥

@ AutoPlay

O Color Management

@ Default Programs

£y Devices and Printers

Flash Player (32-bit)

&l Getting Started

€1 Internet Options

Location and Other Sensors
L Network and Sharing Center
B personalization

[&L Programs and Features

3 RemoteApp and Desktop Connections
@ Sync Center

[ Troubleshooting

4 Windows Defender

M Computer

Select the [Java] tab to view the screen that provides access to the Java Runtime Environment Settings.
Select the [View...] button, and this will display the Java Runtime Versions you have installed.

o] ® ]

Panel

|| Java

| Gener#I| Java | S'hcurity | .ﬁ.duanced|

Java j

vironment Settings

View and manage Java Runtime versions and settings for Javg.a
and applets.

QK H Cancel H Apply
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|£| Java Control Panel IR IEE
| Generall Java | Security | Advanced
Java Runtime Environment Settings
View and manage Java Runtime versions and settings for Java applications
and applets.
| £:| Java Runtime Environment Settings @
Java Runtime Versions
Platform Product Location Path Runtime Pacameters Enabled
1.6 [1.6.0_26 [http:/fiava.s... [C:\Program Files\Java,. ] 4
Fnd || add || R [ ok ][ cancel ][ Apply |

This displays what version (1.6.0_26 in this example) and the installation location.

If it appears that you have a JRE installed, skip down to step 1.2 to confirm that the JRE environmental variable is
defined.

1.3.4 Download and Install JRE if it is not already installed.

1. Oracle: http://www.oracle.com/technetwork/java/javase/downloads/index.html
2. CNET: http://download.cnet.com/Java-Runtime-Environment-JRE/3000-2356 4-10009607.html
Note: Parts of this document were written using JRE 6 Update 23 and other parts with Update 26.

Note the JRE is generally installed to the C:\Program Files folder.

1.3.5 Configure JRE environmental variable

a. Find the My Computer icon on your desktop.

b. Using the right-mouse-button menu, select the Properties option.

c. Select the [Advanced] tab in Windows XP or the Advanced systems settings link on the left in Windows 7.
d. Select the [Environment Variables] button near the bottom of the dialog box.

System Properties E|Fz| S s @
2 ———
System Restore Automatic Updates ‘ e I Hardw+ | Advanced | S';tem Protecion | Remale |
General Computer Mame Hardware Advanced | e |
You must be logged on as an Administrator to make most of these changes
“rou must be logged on as an Administrator ta make most of these changes.
Perfomance
Perfarmance
. N . Wisual effects. processor scheduling, memory usage. and virtual memony
Visual effects, processor scheduling, memory usage. and virtual memorg
" Settings...
=
User Profiles User Frofiles
. Diesktop settings related to your logon
Desktop settings related to vour logon
o
Startup and Recovery Startup and Recovery
System startup, system falure, and debugging information System startup. system failure. and debugging information
' N
I [ Environment ariables l[ Errar Reporting ] Environment Variables. ..

12| Page


http://www.oracle.com/technetwork/java/javase/downloads/index.html
http://download.cnet.com/Java-Runtime-Environment-JRE/3000-2356_4-10009607.html

Bagger GUI User Guide

e. An Environment Variables window will appear.
First verify that the JAVA_HOME environment variable is not defined.

The Environmental variables are listed alphabetically. Scroll down the list, until you see where the
environmental variables would be listed that start with J. In the example below, there is no JAVA_HOME
variable listed in this display, so it is not yet defined. We will create it in the following steps.

f. To create a new Environmental variable, select the [New] button in the lower half of the window.

13| Page

Environment Variables

User vatiables faor [Spaakar

Yariable Value
TEMP Ci\Docurients and SetkingstlspeakeriLa. ..
TP Ci\Documents and SetkingstlspeakeriLo. ..
Mew | [ Edt ][ Dekete
Swskem variables
e

Yariable value ~
EMC_AUTOPLAY  c:iProgram Files\Common FilesiRoxio sh...
FP_NO_HOST C... MO B
NUMBER_CF_P... 2

o windows_NT ~V

mew | [ Edt || Delete |

scroll down
islist

th

[ Ok l [ Cancel

|

Environment Variables

User variables for [Speaker

Wariable
cuments and Setkingsilspeakerilo, .,
TMP CDocuments and SettingsilspeakeriLo...
mew | [ Edt || Delete

System variables

Yariable Yalue ~
ARCGISHOME C:\Program Files\arcaIs) —
CLASSPATH 3CH\Program FilestJavaljreglliblext\QT. ..
ComSpec CAWINDOWS\ system32cmd. exe
EMC_ATOPLAY  c\Program Files\Common Files\Raxio Sh...
FP_MO_HOST C... MO v
| Mew | edt || Delete |
I a4 l [ Cancel

|
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g. A New System Variable window will appear.
In the Variable name field, type JAVA_HOME
In the Variable value field, type the complete path to the folder that contains the JAVA bin folder, the lib
folder, and the COPYRIGHT file. This will be above the bin folder that contains java.exe (Note: this will not
be the bin folder, but the folder up one level from the bin folder).

& C:\Program Files\Javaljre6 '._ E'E'
COFi i 0 i i
File Edit View Faworites Tools Help :!
O Back - \_) lﬁ /“ ) Search i Folders v
w Go
Size  Type Date Modified
File Falder 3/24)2011 12:11 PM
‘_j Make & new Folder File Folder 3f24/2011 12:11 PM
- ) ) B COPYRIGHT 4kKE File 3/24j2011 12:11 PM
(2] fﬁ:'&';;h's Folder to [Z] README. bt 16KE TextDocument  3(24/2011 12111 PM
E; Trere s Gl El THIRDPARTYLICENSEREADME. bxt 1KE Text Document 3/24j2011 12:11 PM
£ | Welcome, html 1 KE HTML Document 3/24)2011 1211 PM
w

Mew Systenn Variable

Wariable name: | JAYA_HOME

Wariable value:

| C:\Program Fiels|Javaljres| |

I oK ] [ Cancel

Click [OK] to close the New System Variable window

h. Review the list of System variables and verify the JAVA_HOME variable is there.
The System variables are listed alphabetically in the lower window. Scroll down through your list of
System variables to confirm the JAVA_HOME variable was properly assigned.

Environment Variables

Idser variables For |Speaker

Wariable Walue
TEMP C\Documents and SettingsilspeakeriLa. ..
TMP C\Documents and SettingsilspeakeriLo...

mew | [ Edt || Dekte

System variables

‘ariable Walue i
EMC_ATOPLAY  c\Program Files\Common FilesiRoxio sh..,,

FP_HO_HOST_C... MO | scroll down
JAYA_HOME C\Program Files!,Jav this list
MUMBER_OF_P... 2

05 Windnw_s T v

mew || Edt || Delete |

[ oK H Cancel ]

Click [OK] to close the Environment Variables window.

Click [OK] to close the System Properties window.
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2. Creating a Bag

2.1 Open Bagger

2.1.1 If Bagger is installed on an external hard drive, navigate to the external hard drive, locate the folder
bagger-2.1.1 (or whichever version of bagger you have installed) and double click on the file bagger.bat.

For example, if your external hard drive is mapped to the E:\ drive, navigate to E:\ bagger-2.1.1\bagger.bat,
double click bagger.bat, and the Bagger application will start.

(Note: if you have installed Bagger in another location, you will need to locate bagger.bat file and double-click).
A black terminal window will first appear, and a moment later this image:

LIBRARY OF
CONGRESS

2.2 Prepare the External Hard Drive “Bagit_Bags” Folder

A If the Bagit_Bag folder is already on your hard drive, you can skip down to step 2.3.

If you are transferring documents from a state agency or local office computer to an external hard drive, you will
save the bag directly to the external hard drive. Bags should be saved in a uniform location.

2.2.1 Navigate to your external hard drive. If you have not already created a folder called Bagit_Bags, do so now.
To create a new folder, right click, hover over New, and then click Folder:
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= le =]
@th_u, » Computer » LaCie (F) » + 42 |[ Search LaCie (Fy ol
File Edit View Tools Help
Organize Include in library = Share with = Burn Mew folder == - \é’\
-
Y Favorites Name Date modified Type Size
Bl Desktop
& Downloads View 4
2| Recent Places Sort by »
Group by 3
Ll
1% Computer Refresh
€ Network Customize this folder...
Paste
Paste shortcut
Undo Rename Ctrl+Z
Share with 3
(5] Shared Folder Synchronization »
New r Folder
Properties JRIJSor-xt
@] Microsoft Access Database
& Bitmap image
[E5 Contact
@ Microsoft Word Document
i 9 items % Journal Decument
v icrosoft PowerPoint Presentation
¥ ] Microsoft PowerPoint P
Creates a new, empty folder, [E]  Microsoft Publisher Document
Tt Pl e
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2.2.2 Title the new folder Bagit_Bags:

= ol =
@-@ULJ b Computer » LaCie(F] » - |¢, | | Search LaCie (F:) 0 |

File Edit View Tools Help

Organize « 7 Open Include in library + Share with = Burn New folder =« i @
S Favorites Name Date modified Type Size
B Desktop | ||Baglt Bagd T| 5/16/2011 10:41 AM  File folder |

& Downloads

o
1=l Recent Places

- Libraries
@ Documents

J? Music

2.3 Create a Bag

2.3.1 Creating a New Bag

2.3.1.1 On the main screen, click Create New Bag.
2.3.1.2 A small dialog box should come up that asks you for the bag version and profile. Make sure bag version
0.96 is selected and <no profile>. (Note: at the time this document was created, the newest bag version was 0.96.
If a newer version exists, you may want to select it.) Click OK.

Eile rtiindgu  Help

o -
2
N )= ® ¢ 0OE &
Qaate New Bag# Open Existing Bag ~ Create Bag In Place
Rl a
<> | Bagger i Bag Info
Payload o ° File: name:
D |~ Profile: Bag version:
Holey Bag?: Serialize Type?:
New Bag Dialog Q@@
Create Bag
Choose the Bag version
Bag version: |0.96 v]
Select Profile: [<no profile> vJ
==
[~
I ] i | 0|
Tag Files ﬂ‘él 0 O
B a
Console
Complete: 9 Yalid: Q Profile Compliant: 9

[Mon Feb 14 01:12:27 EST 2011]: This space will contain messages generated by the creating and updating of bags.

louse over the status label to see it's description.

[«

2.3.2 Adding payload to bag
2.3.2.1 Nothing has been saved yet, and there is nothing in your bag yet. To add file, either click on the green Add
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Data button or go to File > Add Data...

<> Bagger Bagl
Payload % File
L] data click to add files b

Hnle

2.3.2.2 A new dialog box will appear. Select the files and/or folders you would like to be bagged. You may select

as many folders as you like from as many places as you like.

2.3.2.3 Select the Open button to place your selections in the bag. (Note: When you click Open, nothing happens

to the actual files. You are simply preparing a list, and you may still add and remove files freely at this stage. You
are not committing yourself to anything.)

The new files will appear in the Payload section on the left:

<> Bagger
Payload /-—\ e
= ata =

i D spring201 1computers.ods

g D spring201 1computers.xls

[ summer0gschedule.xls

[ summer075chedule.xls

: D summer201 1computers.xls

E

4 I i l » |
Tag Files X
SR7= -

[ bagit.txt

| g1, ) VSRS =00 TR S

If you are on a Windows 7 computer, you may receive an error like the following:

Error - file not added

™ due to:

Pro.nk

Error adding bag file: C\Users\Public\Desktop\Adobe Acrobat 9 Pro.ink

X

Cannot remove basePath ChUsershrtrent\Desktop from ChUsers\Public\Desktoph\Adobe Acrobat 9

Lok |

If you receive an error like this, note the exact file paths that it suggests. In the error above, the user asked Bagger
to retrieve a file from inside C:\Users\rtrent\Desktop and bagger indicated that it was unable to retrieve the file
because its actual path is C:\Users\Public\Desktop\Adobe Acrobat 9 Pro.Ink. In this example, the user needed to
navigate to C:\Users\Public\Desktop\Adobe Acrobat 9 Pro.Ink to add the Adobe Acrobat 9 Pro.Ink file. These
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errors occur because of the way users are handled in Windows 7. A file may be visible to several users, but is
owned by only one user.

2.3.4 Saving the Bag
2.3.4.1 Click on the Save Bag As... button.
2.3.4.2 Make sure that the tag manifest and payload manifest boxes are checked and set to sha256:

-

BN Bagger21.2 [= ==
File Window Help
0 — e 1§ € ]
Create Mew Bag  Open Existing Bag  Create Bag In Place Save Bag As...
< Bagger Bag Info
Payload ve File name:
EHe data [<]] penfite no nrofile Ban version: (1)
----- D Camtasia license.do |4 Save Bag Dialog EI@ -
----- [ Command Prompt.|
----- [ Google Chrome.nk Save Bag
..... [ Adobe Acrobat 3 Prg Define the Bag settings
----- O Beyond Compare 3.l I Add |
Savein: | Browse |
Holey Bagh: [] Holey Bag
Serialize Type?: () none O zip Otar O tar.gz () tar.bz2
| Generate Tag Manifest?:
Tag Files Tag Manifest Algorithm: |shal§6 \ '|
=2& Generate Payload Manifest?: [¥] }
..... [ bagitod
..... D) bag-infout Payload Manifest Algdjthm:|sha256 / ~|

| QK %_H Cancel |
Complete: g Valid: g Profile Compliant: Q

[Thu Mar 01 14:37:41 EST 2012]: Files have been added te the bag from: Ch\Users\Public\Desktop\Adebe Acrobat 9 Pro.ink -
C:\Users\Public\Desktop'\Beyond Compare 3.Ink
ChUsers\rtrent\Desktop'Camtasia license.docx
C:\Usershrtrent\Desktop\Command Prompt.Ink —
ChUsershrtrent\Desktop\Google Chrome.Ink

[Thu Mar 01 14:38:19 EST 2012]: Files have been added to the bag from: C\Users\Public\Desktop\Adobe Acrobat 9 Pro.Ink
| |C\Users\Public\Desktop\Beyond Compare 3.Ink =

1

[v]

2.3.4.2 Click the Browse button and browse to the Bagit_Bags folder on your external hard drive. In the File Name
box, type in the name of the bag. This will be the title of the folder that holds the bag.

Follow these rules when naming a bag:

- Always end the bag name with _bag

- Replace all empty spaces with underscores (Easley_Exec_Orders instead of Easley Exec Orders).

- Make the name of the bag meaningful, so that if you look at the bag another date, you can easily discern the
nature of its contents without having to open it.

- Include the date the bag was made (today’s date)

Examples bag names:
Easley_Exec_orders_20120201_bag
3989_lankford_documents_20120214_bag

2.3.4.3 Click OK to begin saving the bag. After you click OK, Bagger will first checksum the original files, then copy
the files onto the hard drive.
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A After you click OK to save the bag, if you hover your cursor over Bagger, the cursor will appear busy.
This will continue until Bagger has finished checksumming the files. Once Bagger begins to copy the
files, a progress bar will appear and the cursor will return to normal. Do not worry if Bagger appears to

hang for a long time. It is simply checksumming the files.
5 Bagger 212 =

Fle Window Help
= = 2 O ¢ 0 H =
Create NewBag  Open Existing Bag ~ Create Bag In Place
| Bagger Bag Info
Payload Ge File name:
0 data (2] | profile  <no profile> Bagversion: 096
Holey Bag?: Serialize Type?:
Bag-Info |
Standard| = [ Ada)
il »]
Tag Files 1O
=3 (4]
[ bagittt
[ bag-info.t
Console
Complete: () Valic: @) Profile Compliant: &)
(Wed Mar 28 13:32:22 EDT 2012}: This space will contain messages generated by the creating and updating of bags.
[Mouse over the status label to see its description.
] 3] | [Wed Mor28 1332:25 EDT 20121: A new bag has been created in memory. -

fle  Window Help

it =

iy = i )

e = & O © 0 H 4
B CresteNewBog  OpenExistingBag  Create Bag In Place Save Bag As...

iy

I& <> Bagger Bag Info
B pevioad ©® | Floname:  CilDocuments and SettingsrtrentDesktopitnp._notes_bagitmp._notes_bag

=& daxa (] | profie:  <noprofie> Bagversion: 0.9
f| ®0notes Holey Bag?: false Serialze Type?: none
1]; Bag-Info |,

% [¥] Standerd <[ [ add ]
it

11
it
19
e Bag saved successfully.

4
»
it [
14 =

LR D] o« |
14
W | Tag Fies Lo
e

B2 = )
14 [ bagit.txt
i® ) bagrinfo.txt
&
it

3 Console

Complete: () vaid: () Profile Compliant: ()

D

q [Tue Feb 07 10:49:23 EST 2012]: This space will cont: d updating of bags.
L louse over the status label to see it's description,

= [ Tue Feb 07 10:50:36 EST 2012]: A new bag has been created in memory.
. 7| [erebo tosvsest oua) Cip:

[
Click OK on the popup window. The popup window will disappear and the main window will display information
about the new bag:
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Spring Rich Client Application - []X]
File Window Help
Create NewBag  Open Existing Bag ~ Create BagInPlace  Validate Bag  Is Bag Complete CloseBag SaveBag Save Bag As...
<>  Bagger Bag Info
Payload o ° File name:  C:\Documents and Settings\rtrent|Deskkopitmp_notes_bag
EHe data b Profile: <no profile> Bag version: 0.96
B w Serialize Type?: none
B D file naming for MediaMonkey.txt
[ FITS and bwf metadata.txt Bag-Info |
F D FRIDAY JULY 8.txt
~[] INSTALLING JHOVE txt Standa'd[ 'J : [ [ Add J
~[7] IHOVE as embedder - NO.txt
[ mediamonkey vs ffmpeg, converting wav Bag-Size ’17.9 KB [ X
[ metadata, wav to mp3 conversion and.t:
~-[7] START HERE list of questions.txt Payload-Oxum [18190.9 | x
00 worldlow notes.xisx BaggingDate (20120207 | x
!
|| KT ] [»]
1
Taq Files OO
(= tmp_notes_bag (a]
[ bagit.txt
[7) tagmanifest-mds.txt
[ bagrinfo.txt
[ manifest-mds.kxt
Console
Complete: Q VYalid: Q Profile Compliant: 6
Tue Feb 07 10:49:23 EST 2012]: This space will contain messages generated by the creating and updating of bags. =
|
IMouse over the status label to see it's description.
Tue Feb 07 10:50:36 EST 2012]: A new bag has been created in memory.
= Tue Feb 07 10:50:45 EST 2012]: Files have been added to the bag from: C:\Documents and Settingsirtrent\Desktopinotes | |
d I | s I e Tue Feb 07 10:51:55 EST 2012]: Opened the bag C:\Documents and Settingsrtrent|Desktopitmp_notes_bag v

2.3.5 Record the Size of the Saved Bag
On this page (see below), you will probably want to note two pieces of information for the Transfer Form (review
most recent version of Transfer Form to confirm necessary information):

- the size of the bag, which can be found in Bagger as “Bag-Size”

- the number of files in the bag’s payload, which can be found in Bagger in the numerals after the period in

the “Payload-Oxum.” For example, in the screen copied below, the payload-oxum was 332698.21. Thus,

there were 21 files in this bag.
Holey Bagh: false

Bag-Info \I'.

Standard’ "’H

Bag-Size 325 KB

Payload-Oxum (33269421
—

Bagging-Date  |2012-03-\1

JoF
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This information may be called for on the Transfer Request Form, which at the time of the writing of this

document required the total size of the bag and the number of files in the bag payload:

12, A FUDIC >enes LISTNG rorm (Form

\

10 15 arracned 1o tnis ranster request.

O Yes /_
Mumber of Files ’
Transfer Bag N Included in ;'ﬂg aztiggzg Example Formats ofFilesinthe
Container ag Name Payload Bag
HO1 23599 Minutes _1989-2010_bag 21 32EKB DOC, PDOF-A
HOA1
P _/
HOA1
Total for the entire transfer:
FOR STATE RECORDS CENTER USE ONLY
Records Received Record Dates Container Confirmed 595 Received

fraem
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3. Validating a Bag

Immediately after creating a bag, it is a good idea to validate it to authenticate that the bag was successfully
created.

3.1 Validate Bag

3.1.1 Open Existing Bag

b If the Bagit_Bag folder is already on your hard drive, you can skip down to step 2.3.

On the main screen, click Open Existing Bag. A popup window will appear:

Spring Rich Client Application

File  Window /gs\p/_\
Create New Bag | Open Existing Bag )eate Bag In Place t B
<> | Bagger \ / s B Bag Info
Payload oo File name:
K Profile: Bag version:

sting Bag Location X

Look In: [B Desktop '] [ ]
(3 My Documents Ga CD2AIP_1011
(C3 My Computer (3 CDzAIP_1018
(C3 My Network Places (23 copy of testing staging area, 11-08-2011
C3 audio test copy (23 EAC_rips
C3 CD2AIP_0825 £3 FCIv
(C3 CD2AIP_0830 (23 material emptied from lacie drive staging are:
£ CD2AIP_0906 (3 notes

I T (3 CD2aIP_0927 (3 Senate_audio_2006_2008

4
[ [ [»
I| Taaq Files . .
B File Name: | I

Files of Type: [ Vj

Tonsole

Complete: 9 Valid: 9 Profile Compliant: 9

Tue Feb 07 11:03:16 EST 2012]: This space will contain messages generated by the creating and updating of bags.

IMouse over the status label to see it's description.

I [»]

Navigate to the bag you would like to validate and click Open. The bag will appear in the main screen:

22| Page



Bagger GUI User Guide

File  Window Help

o = 2 @

Create New Bag  Open Existing Bag ~ Create Bag In Place  Validate

Is Bag Complete

Close Bag  SaveBag Save Bag As...

~

© ger }g’lﬁn
TPayload
Payloa / File name:  C:\Documents and Settingsrtrent\Desktopitmptesting_bag_cmd
EHe data (~l | Profile: <no profile> Bagversion: 0.9

3 20070219 Holey Bag?: False

(3 20070220

Serialize Type?: none

N Bagging-Date  |2012-02-07

(3 20070221 Bag-Info |
(3 20070222
Standard[ [ “de
Bag-Size [17e8 / | x
Payload-Oxum [1808628166.10 /l | x
7
| x

[«

e

Tag Files =] ‘N

[={= tmptesting_bag_cmd
[ bagit.txt
[7) tagmanifest-mdS.txt

[ bag-info.txt

[ manifest-mds.txt

Console

Complete: 9

Profile Compliant: @

valid: Q

Tue Feb 07 11:03:16 EST 2012]: This space will contain messages generated by the creating and updating of bags.

IMouse over the status label to see it's description,

Tue Feb 07 11:04:28 EST 2012]: Opened the bag C:\Documents and Settingsirtrent\Desktopitmptesting_bag_cmd

L]

3.1.2 Validate Bag

Click Validate Bag. Bagger will immediately start validating the bag.

Spring Rich Client Application

/_\

File Window Help

o = =

Create New Bag  Open ExistingBag ~ Create Bag In\Place !dldﬁ

2 O H 4

5 g | Is Complete  Close Bag SaveBag Save Bag As...

4> Bagger wg Info /
Payload © File name:  C:\Documents and SettingsirtrentiDesktop\tmptesting_bag_cmd
Bz data ~ | Profile: <no profiles Bagversion:  0.96
(3 20070219 Holey Bag?: False Serialize Type?: none
(3 20070220
(3 20070221 Bag-Info |
-3 20070222
Standavdl VJ A ] I Add I
Bag-Size [1768 | x
Payload-Oxum [1808828166.10 | %
| x

Bagging-Date  [2012-02-07

[«

Profile Compliant: Q

Yalid @

Tue Feb 07 11:03:16 EST 2012]: This space will contain messages generated by the creating and updating of bags.

louse over the status label to see it's description,

Tue Feb 07 11:04:28 EST 2012]: Opened the bag C:\Documents and Settingsirtrent|Desktopitmptesting_bag_cmd

| , ] D]
Tag Files HoO®
[={z tmptesting_bag_cmd 4]
[ bagit.txt
[ tagmanifest-mds.txt
[ bag-info.txt
-] manifest-mds.txt
Console
Complete: @
E
L ] D]
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A popup window will appear showing Bagger’s progress:

Progress...

e Validating bag...
verifying file checksum (S of 10) data/20070220/20070220_day016_1.wav

| |

Cancel

3.1.3 Check results
Once the validation is complete, a popup window will appear that says “Validation successful.” Click OK.

B Spring Rich Client Application

File Window Help

= =2 @& 9 9 0 H 4

Create NewBag  Open ExistingBag Create BagInPlace  Validate Bag IsBag Complete Close Bag SaveBag Save Bag As...

> Bagger Bag Info = @
Payload File name:  C:\Documents and Settingsrtrent|Deskkopitmptesting_bag_cmd
E"E data Al | Profile: <no profile> Bag version: 0.96
"@ 20070219 Holey Bag?: false Serialize Type?: none
(3 20070220
Bag-Info \
=-Ca 20070222
Standard[ [ Add ]
Bag-Size I X
Payload-Oxum I X
Bagging-Date I X
[~ S
q [ D]
Tag Files O
[=+{= tmptesting_bag_cmd B
[ bagit.txt
[ tagmanifest-mds.txt
[ bag-info.txt
“[1] manifest-mds.txt
Console B
Complete: @ Valid: @ Profile Compliant: Q
| Tue Feb 07 11:03:16 EST 2012]: This space will contain messages generated by the creating and updating of bags.
IMouse over the status label to see it's description.
= | Tue Feb 07 11:04:28 EST 2012]: Opened the bag C:\Documents and SettingsirtrentiDeskkopitmptesting_bag_cmd
2l I [»]

Complete: 7 ‘ Yalid: @ ) Profile Compliant: @
[Tue 1:03:16 EST 2012]: This spaMs generated by the creating and updating of bags.

JMouse over the status label to see it's description.

[ Tue Feb 07 11:04:28 EST 2012]): Opened the bag C:\Documents and Settingsirtrent\Desktopitmptesting_bag_cmd
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3.1.4 Close Bagger
After validating the bag, you can close bagger using the @ in the top right corner or by clicking Close Bag:

©

Close Bag

If Bagger asks you if you would like to save the bag, say no. (You have just finished saving the bag and do not need
to re-save it).
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